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Procedures for Processing Requests for Orders (RFOs) (G3) 
  
 
1.  The following guidance is provided to ensure timely and efficient processing of Request for 
Orders (RFOs) to JFHQ: 
 
 a.  Effective immediately, units will use Request for Automated Orders (NJARNG Form 1) 
dated 1 January 2007 (Enclosure). All other or previous versions of the RFO are obsolete.   
 
 b.  RFOs will be submitted no less than 30 (thirty) days prior to the start date for the orders.   
 
 c.  In the case of an “urgent” request which must be filled in less than 10 duty days from 
submission of the RFO to this HQ, the Approving Official will call (via telephone) to the 
applicable Directorate, in order to alert this HQs of the “urgent” nature of the request.   
 
 d.  All sections and blocks must be filled out completely and accurately.  As a guide, the 
following areas need special emphasis as numerous errors in these areas have repeatedly 
occurred: 
 
 (1)  Ensure that either the “INITIAL ORDER, AMENDMENT” or “REVOKE” box is 
checked.  If the RFO is for an Amendment or Revocation, indicate the original Order # for the 
soldier in the appropriate box, as well. 
 
 (2)  Ensure “POSITION TITLE” for the Soldier is filled-in. Use the Soldier’s position 
title from the UMR, or the Soldier’s FTSF Job Title (for AGR and Technicians). 
 
 (3)  The “HOR” needs to be a complete mailing address. 
 
 (4)  The “DUTY START DATE” and “DUTY END DATE” boxes cover the entire 
orders request period for the Soldier, to include authorized travel time for a TDY RFO. 
 
 (5)  The “JUSTIFICATION” block needs to have a narrative that is accurate, complete, 
and sufficient to address the nature and scope of the duty being performed. Justifications for 
travel will include how many individuals are traveling, the necessity to send representation to the 
event, who will perform their duties in their absence, how this travel benefits the organization, 
and how this travel benefits the citizens of this state and nation. Include any supporting 
documentation (i.e.: conference bulletin, email from NGB with authorized number of attendees, 
registration costs, etc)  
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 (6)  Ensure the applicable “FUNDING TYPE REQUESTED” box is checked. If 
“OTHER” funding box is checked, then specify what type of other funding is being requested 
(i.e. Tech Travel). 

 
(7)  The “LOCATION” block must contain a full street address to the unit location which 

the soldier will be working from. In addition, it should be annotated with the conference/training 
location as applicable. 
 
 (8)  Ensure that the correct “MODE OF TRAVEL” and “GOV’T QUARTERS & 
RATIONS” availability boxes are checked. If “POV” is checked, provide estimated round trip 
mileage in the “EST MI.” block. 
 
 (9)  The “RENTAL CAR” block should be checked with a “yes” or a “no” as to whether 
a rental car is required or not.  
 
 (10)  In the “TUITION/FEES” block indicate whether there is tuition or required fees and 
the whole dollar amount. 
 
 (11)  Ensure that the appropriate box for “GOV’T ISSUED CREDIT CARD” is checked. 
 
 (12)  RFOs must be approved and signed by the following personnel.   
 

• SUPERVISOR:  First Line Supervisor or local FTSS. 
• MSC CMDR/DIRECORATE (out of state travel only) 
• CofS (out of state travel only) 

 
 (13)  Ensure that the date that the request was approved by the approving official is 
entered into the “DATE” box.   
 
 (14)  Ensure that no information is entered in the section below the “FOR 
DIRECTORATE USE ONLY” line. 
 
 (15)  If the unit has special requirements, such as, variation in itinerary, etc, they should 
be indicated clearly in the “JUSTIFICATION BLOCK”.  
 
 e.  RFOs which do not meet any/all of these criteria will be returned without action to the 
approving official at the MSC-level for correction or reconsideration. 
  
 f.  Units will attach a Standard Name Line (SNL) roster to the RFO with three or more 
Soldiers performing the same duty/mission. This will alleviate the need for multiple RFOs for 
the same duty/mission. 
 
2.  RFOs will be processed in the following manner: 
 
 a.  RFOs for travel outside the State of New Jersey, will be signed by the Battalion/Separate 
Company/JFHQ Element/Applicable J/G Staff Director, submitted through the MSC (for MSC  
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Commander signature), if subordinate, and submitted to the CofS for final approval. CofS office 
will then send the RFO to the applicable Program Manager (PM) for orders to be published, if 
approved. RFO will be returned without action if the CofS disapproves the request. 
 
 b.  RFOs for duty performed within the State of New Jersey, will be signed by the 
Battalion/Separate Company/JFHQ Element/Applicable J/G Staff Director, submitted through 
the MSC (for MSC processing), if subordinate, and submitted directly to the applicable Program 
Manager (PM) for approval and publication.  
 
 c.  The preferred method of submitting RFOs is electronically using digital signatures. Those 
with the ability to place digital signatures on documents may forward these RFOs electronically 
to the CofS Office (ATTN:  ACofS) or Program Manager, as applicable.  The electronic version 
can be found at http://www.nj.gov/military/publications/forms.html on the bottom of the page under 
NJARNG Forms. 
 
3.  Once an RFO has been processed, it is the unit’s responsibility to monitor the AFCOS/FTP 
server in order to check for and download published orders. If an order has not been posted on 
the server within 48 hours of the start date of any requested duty, the unit will directly contact 
the MSC rep. in order to rectify the situation with the appropriate directorate. 
 
 
 
 
OFFICIAL:          GLENN K. RIETH 
           Major General, NJARNG 
           The Adjutant General 
 

 
JAMES J. GRANT 
COL, GS, NJARNG 
Chief of Staff 
 
DISTRIBUTION:  J 
Encl 
NJARNG Form 1 

http://www.nj.gov/military/publications/forms.html
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